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TAB B 


METHODS AND PEOGEDUBES 


lo An Area Division 

&o Branch/Staff Chiefs will submit to the BF Section 
by 1600 hours each day the original and one copy of the 
"Daily Bsquest for Authorization of Overtime" /Foot 
developed by the Area Division /*’ a This request will be 
signed by the Branch/Staff Chief or his Deputy and will 
include all overtime to he authorized for that dateo 
The BF Section will consolidate the Branch/Staff requests 
and will submit them to the Division Chief by I 63 O hours 
each dateo After approval by the Division Chief, the 
original request will be returned to tee BF Section for 
retention and the duplicate will be returned to the 
originating Branc h/Staff o Bequests for authorization of 
overtime for Saturdays , Sundays s and holidays will be 
submitted on the last workday preceding those dayso 

bo Branch/Staff Chiefs may assume that the requested 
overtime has been authorized unless they have been noti- 
fied to tee contrary by 1700 hours of the day on which 
the request was submitted o When no overtime is requested 
for a units, a negative report will not be required o 

Co Existing procedures for submission of Form 293 
(Beport of Overtime and Holiday Work Performed) and 
Time and Attendance Reports will continue,, 

do When overtime is performed for which no claim 
is to be sutaitted, a memorandum record of uncompensated 
overtime will be mainiairado This record, together with 
overtime reports, will serve to emphasize to Branch/ Staff 
Chiefs the existance of inequities in distribution of 
personnel and worhlooda and should be utilized as a basis 
for corrective action where warranted,, Form 293 clearly 
mar ked "uncompensated" should be used for this purpose and 
will be submitted to the Division Chief each pay period 
concurrently with the regular Fora 293® 
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25X1 A 



Zo An Area Division 

«o Seduction has been made in the Saturday duty 
force strength* in lieu of which, at home standby (at 
no cost to tbs Agency) is being substituted o 

3s> A Senior Staff 

a» Automatic and arbitrary reduction in the amount 
«f averting which had been authorised and worked in tbs 
pasta 

bo Review and adjustment of internal procedures 
resulting in reduction. of over-all workload of unite 

ho An Area Division 

& 0 Branch Chiefs will approve in advance of compen- 
sated overtime* The overtime record sheet will be signed 
by the Branch Chief and submitted to the Support Staff 
with the T&A’s* His signature on the overtime approval 
sheet will constitute a Branch Chief’s approval of the 
overtime claimed on the T&A fl o a Without this s the Support 
Staff cannot authorise overtime reported on T&A 9 s 0 

b» A maximum of 16 hours overtime per two week pay 
peir^j^^yype compensated subject to the restrictions 
of Any claim in excess of the 16 hours must 

be justified to and approved by the Division Chief* 
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